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GENERAL SERVICES ADMINISTRATION
WASHINGTON, DC 20405

January 22, 1976

GSA BULLETIN FPMR B-62
ARCHIVES AND RECORDS

TO : Heads of Federal agencies

SUBJECT: Records scheduling

1. Purpose. This bulletin summarizes the requirements of FPMR 101-
11,4 and reminds all Federal agencies of their responsibility (a) to
review for possible reduction the retention periods of all nonpermanent
records, and (b) to submit to the National Archives and Records Service

updated comprehensive records control schedules by December 31, 1976,

2. Expiration date. This bulletin expires December 31, 1976.

3. Background,

a. In the past 3 years the National Archives and Records Service
has engaged in a major effort to identify the permanently valuable
records of the Federal Government and to assist Federal agencies in the
prompt and orderly reduction in the retention periods of records of
temporary value., This effort has involved the reemphasis and
amplification of the requirements governing records disposition as set
forth in the Federal Property Management Regulations (41 CFR 101-11. 4),
These requirements were specified in GSA Bulletins FPMR B-38 and
B-49. GSA Bulletin FPMR B-38 announced the policy that Federal
records centers would no longer routinely accept transfers of unscheduled
records from Federal agencies. GSA Bulletin FPMR B-49 established
the date of June 30, 1975, for Federal agencies to schedule all records
without definitely established retention periods., Almost every Federal
agency has sought to comply with the terms of this bulletin through the
submission of Standard Form 115, Request for Records Disposition
Authority, for major series of unscheduled records. Some agencies
were not able to meet the deadline. These agencies have renewed their
commitments to submit Standard Form 115 for their unscheduled records
in the near future.

b. In response to agency needs for assistance in meeting their

responsibility for scheduling records, the National Archives and Records
Service has made records disposition seminars available to all agency
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records officers and records personnel in the Washington, DC metro-
politan area. GSA Bulletin FPMR B-54 announced procedures to use in
arranging these seminars. A number of agencies have already taken
advantage of this offer. The seminars continue to be available through
the Records Disposition Division, Office of Federal Records Centers.

4, Procedures.

a. Those agencies that have not submitted SF 115 for their
unscheduled records should do so immediately. Unscheduled records
are (1) those that have not been submitted to NARS for disposition
approval and (2) those records on approved schedules that are listed
variously as ''retain, " indefinite, ' or ''permanent, "' and have not been
appraised by NARS for their archival value.

b. All nonpermanent records should be reviewed, and, whenever
. possible, shorter retention periods should be recommended to NARS
"through submission of Standard Form 115. S . -

¢. Each agency should publish an updated comprehensive records
control schedule and submit it to NARS by December 31, 1976, A
comprehensive schedule lists all records of an agency, whether tempo-
rary or archivally permanent, and contains precise instructions
regarding the future disposition of the records.

JAMES B. RHOADS
Archivist of the United States
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| R 26 May 1976

Mr. Walter W. Stender

Assistant Archivist for Federal Records Centers (IC)
Hational Archives and Records Service__

General Services Adwinistration -
Inter-Ocean Building

512 9th Street, N. W. ' .
Washington, D. C. 20408 : :

Dear Mr. Stender:

In our 12 May 1976 discussion with ifr. R. C. Tagge, Records Disposition
Division (NCD), on the CIA Records Disposition Program, a procedure was
agreed upon whereby CIA would submit unclassified (FOR OFFICIAL USE OHLY)
schedules to NARS. The schedules would list by number brief record
series titles only, sterilized where necessary to avoid revealing
classified information. Complete schedules with detailed record series
descriptions would be maintainad in CIA Headquarters. The NARS appraiser(s)
would write the appraisal report based on an examination of both schedules

by

.. and, if necessary, the related records at CIA Headquarters.

Mr, Tagye inforred us that in addition to himself, other HARS

| personnel would probably be required to review the classified schedules

and possibly examine. the related records at CIA if they contained items
for which divisions other than MNCD had appraisal interest. Accordingly,
please furnish the following information on selected HARS personnel who
will review our schedules so that appropriate clearances can be obtained:

Name:

Home Address:

Date of Birth:

Place of Birth:
To date, clearances have been approved for yourself, Mr. Thomas Y. UHadlow,
Chief, Records Disposition Division (HCD), and Mr. Tagge. Me trust that
the 1ist of additional HARS personnel will be kept to an absolute minimum
in keeping with our responsibility to strictly limit the disclosure of
national security information. '

- STAT
Distribution: Associate Records Management Officer
Orig - Adse
1 - RAB Subject .
1 - RAB Chrono ’
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5-12-76
NGCD (MR. WADLOW)
MEVORANDIM FCR RECCRD

The subject .of this memorandum is the CIA Records Disposition ?rogram.

Today I met with Chief, Records Adpministration
Branch, CIA, and merbers of his stalT, at hlS'POWLOSt.' Ve diascussed tne
following points.

1. Procedure for submitting sescurity classified sensitive items in
unclassified schedules

2. NARS personnel who wonld a"nrelse agency records.

3. Procedure for disposition of those agency rscords pertaining to
intelligence collections on demestic dissidents. that the Senate
Investigation Committee(Senator Church Comaittee) has told thenm
to destroy. '

Point 1. Becesuse of national security interests CIA is prevented from
subritting sch nedules describing in detzil the series of records thet it

- creates and/or receives in the course of its business. Cn the other hand

the agency does not wenbt to avoid scheduling its records and wishes te d
so at the earliest possible time

Various methods were therefore discussed whereby agesncy records could be
subnitted on unclassified schedules for appraissl and at the same tin
insure the necessary protecticn of their classified nabure,

I recommended a procedure similar to that followed by NARS in the s

wling of DIA records-- that is, CIA shoudld subait unclassified sc ne:
stanped For 00ficial Use Cnly(fOU0) listing by nwaber brief record s:
titles only. Where this is not possible without revealing classi
formation such titles sheuld be prr“lIZCd Disposition instruct
each series listed should be specified also.

Finelly, the NARS appraiser(s) would write the epprzissl repori basad on
an examination of both schedules and if neceesary the related recovds
the agency.

ot

o

agreed that such a procedure was gatisfactory and said that

he woulda proceed to draft and submit agency schedules accordingly.

4
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; Point 2. T informcdl that in additien to m—colf other ii0

’ nersonnsl would be required to review the classified scnwdules and pounibly
i exzmine the related records at the agency  if they containzd items for whica
% divisions othocr than “UD had appraisal interest, e.g., NS/ /i, In
‘ ' this regard, he requested a list of such persons so bnat the agency could
take aporopriate action to obtuin thdir necessary visitor and records access

security clenrances.

) s
Point 3. Rezerding the disposition of prior acc*ﬂul’ucd records’no lonser
erected) reluting to agency intelligence collecticns on do astic dissi.ients

)
3P115 and sntnib it to
negy corresnondsnce €X-

I recomnended that the agency list such records on a:
NARS/MCD for apnraisal., I alsc sugjested that any age

changed wilh the Church Counittee or otliecr fedaral
records should be subaitted along with the SFi15.

agenciss relating Lo such

sz2id trat thjSTAT

would be done.

Tne_ fOPb301n” is provided for your informztion and for the record regzrding
matters) rcldt1n~ to the CIA records disposition program.
/ —

7( G oifoge

R C TAGGR
Records Disposition Divis

L
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| . ’

' GENERAL SERVICES ADMINISTRATION

: C 0 National Archives and Records Service
L Washington, DC 20408

| July 2, 1976
STAT | | .

e

Associate Records Management Officer—
Central Intelligence Agency
Washington, DC 20505

Dear Mr. Newhouse:
In further response to your letter of May 26, 1976, listed below are the

personnel within the various Divisions of the Office of the Hational
Archives (NN) who have been designated to appraise CIA records.

STAT

J PO RS,

. _ Sincerely,

Bl /%/v? B ‘_ZZ’:Q (SR
: - “WALTER W. STENDER i
oMoy Assistant Archivist for

Federal Records Centers ,
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§ 101-11.411

upon approval of the agency concerned
by use of GSA Form 439, Records Dis-
position Control (§ 101-11.4909); its au-
thorized equivalent; or other written
concurrence for each disposal action. If,
however, an agency is notified of the
eligibility of its records for disposal and
the agency fails to reply to such notifica-
tion within 30 calendar days, the records
will be disposed of in accordance with
the appropriate authority.

[36 F.R. 25408, Dec. 31, 1971}

§ 101-11.411 Transfer of records to the
Natianal Archives.

§ 101-11.411-1 Authority.

The Administrator is authorized by 44
U.S.C. 2103 to accept for deposit with
the National Archives of the United
States the records of any Federal agency
or nf the Congress that are determined
by the Archivist to have sufficient his-
torical or other value to warranf pres-
ervation.

{56 F.R. 21634, Nov. 3, 1071]

§ 101-11.411-2 ‘Transfers via Federal

records centers.

Records will normally be transferred
to the National Archives Building irom
a Federal records center or an approved
agency records center. When such trans-
fers are made, the agencies concerned

will be furnished an inventory of the
records transterred. .
K. 91034, Nov. 3, 1971)

—
§ 101-11.411-3 Dircet transfers.

The classes of Federal records listed
in this section may be offered for direct
transfer to the National Archives of the
United States. Such transfers shall be

initiated by Fe-eral agencies by written

reguest to the Gieneral services Admin-
istrgfign. . INNAT,— Washington, D.C.
20408, specilying the nature and quan-
tity of the records proposed for transfer.
“EXi§ting arrangements for the transfer
of records of the Congress will be
continued.

{a8) Records of the Executive Office of
the President and of Presidential boards,
commissions and committees.

(b) Records of the Congress.

(e¢) Records of the Supreme Court.

(d) Audiovisual records (motion pic-
tures, still photographs, sound record-
ings, etec.).

{e) Cartographic
charts. efe)

(I Series of records of unquestion-
able value that are not susceptible to

records (maps,
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Title 41—Public Contracts, Property Management

sereening or other processing (such as
microfiiming) to reduce their bulk.
{g) Records that have been in exist-
ence 25 or more years and that are con-
sidered to have enduring value.

[20 F.R. 16807, Dec. 8, 1964, as amended at 3§

F.R. 20134, Nov. 3, 1971}
.

§ 101-11.411-4 Releuse of eguipment.

Equipment recelved with the transfe:
of records to the National Archives will,
when emptied and if needed, be returned
o request to the agency from which the
records were received. If the return
of such equipment is not required, it
will be disposed of in accordance with
applicable excess property regulations

§ 101-11.411-5 Use of records trans-
ferred to the National Archives.

(a) Restrictions lawfully imposed on
the use of transferred records will be
observed and enforced by the National
Archives and Records Service subject to
44 U.S.C. 2104. The regulations in this
Part 101-11 and in Part 105-61, insofar
as they relate to the use of records in
the research rooms of the National
Archives Building or in a Federal rec-
ords center, apply to official use of the
records by Federal agencies as well as
to the public.

(b In instances of demonstrated
need, and subject to any restrictions on
their use, records deposited in the Na-
tlonal Archives Building or in a Federal
records center may be borrowed for offi-
cial use outside the building in which
they are housed by Federal agencies and
the Congress, provided:

(1) Documents of exceptlonally in-
trinsic value shall not be removed from
the building in which they are housed
except with the written approval of the
Archivist.

(2) Records in. fragile condition, or
otherwise deteriorated to an extent that
further handling will endanger them
will not be loaned.

(3) Each official who borrows ree-
ords shall provide a recelpt for them
at the time they are dellvered, and that
he shall assume responsibility for their
prompt return upon the expiration of
the time for which they are borrowel.
[29 F.R. 16807, Dec. 8, 1864, as amendeil ut 36
¥.R. 21034, Nov. 3, 1971]

§ 101-11.411-6 Disposal clearan:s.

No records of a Pederal agenc:
in existence shall be disposed of ty the
National Archives and Records Service

still’
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Chapter 101—Fed. Property Manc:

except with the concurrence of th
agency concerned.

§101-11.411-7 Transfer of audiovi

ual records.

The foliowing policies shall govern =
transfer of sudlovisual records to t
National Archives:

(a) Motion pictures. Governmen:
owned motion picture recqrds on nitrs
cellulose film normally will not he @
cepted for deposit witk} the Natioral A
chives. Federal agencies having niw:
motion pictures, deemed to have sa
cient value to warrant transfer to
National Archives for permanent prese
vation, will obtain from Athe Naticn
Archives and Records Service agreenis
to accession the motion pictures‘pric:r
converting the nitrate film to safety a<
tate film. Normally, the following =i
be considered the minimum number
coples of motion picture film necess2
for security, duplication, and use by ¢
National Archives: The negative soru
nal or duplicate) that most nearly r<
resents the action originally pho
graphed in pictures of actugxl events
that best represents the edited prod”
tion of a picture for whi_ch acticn
staged, with & master positz_ve pring &
one “use” or projection pr}nt. In
cases these will be the negative afier «
oratory cutting is done, or the compes
negative of sound film, the master i
grain positive print, and one other p"

(b) Still photographs. A rega:
and a captioned print (whether on :
glass, paper, or other medium? of =
stil] photographic image are necess
for security, duplication, and use =
National Archives, and such
when available, shall be included in s
lections of still photographs pifered
transfer. o

(¢) Sound recordings. Th_e foda::'.f
copies, when avallable, shall te mc:tt..»
in collections of sound recordings ol
for transfer to the National Arcny

(1) For conventional disc recora.
the matrix or stamper of each soutx
cording unit or the original ins
ous recording if no matrix or &
made, and a pressing or dubbing ¢

- recording, if one has been made: )

(2) For magnetic sound recordis
wire or tape, for scribed or emaoc
cordings on tape, or for recordings
graphically reproduced on sth=.

film, a “dubbing” {f one has been .

otherwise the original masnetic

bossed or photographed recording

P
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§ 101-11.411

upon approval of the agency concerned
by use of GSA Form 439, Records Dis-
position Control (§ 101-11.4909) ; its au-
thorized eguivalent; or ether written
concurrence for each disposal action. If,
however, an agency is notified of the
eligibility of its records fer disposal and
the agency fails to reply to such notifica-
tion within 30 calendar days, the records
will be disposed of in aceordance with
the appropriate authority,

£36 P.R. 25408, Dec. 31, 1971}

§ 101-11.411 Transfer of records to the
National Archives.

§101-11.411-1  Authority.

The Administrator is suthorized by 44
G.S5.C. 2103 to accept for deposit with
the National Archives of the United
States the records of any Pederal agency
or of the Congress that are determined
by the Archivist to have sufficient his-
terical or cther value to warrant pres-
ervation.

[#8 F.R. 21034, Nov. 8, 1971}

§ 101-11.411-2 Transfers via Federal

records centers.

Records will normally b»e transferred
te the National Archives Building from
a Federal records center or an approved
agency records center. When such trans-
fers are made, the agencies concerned
will be furnished an inventory of the
records transferred. — 7
[36 ¥.R. 21034, Nov. 3, 1871]

§ 101-11.411-3 Direct transfers.

‘The classes of Federal records listed
iz this section may be offered for direct
transfer to the National Archives of the
United States. Such transfers shall be
initiated by Federal agencies by written
reguest to the General Services Admin-
istration (NNA), Washington, D.C.
20408, specifying the nature and quan-
tity-of the records proposed for transfer.
Existing arrangements for the transfer
of records of the Congress will be
continued,

1{a) Records of the Executiv: Office of
the President and of Presidential boards,
eommissions and committes:.

{b) Records of the Congréxs.

€¢) Records of the Supreitv: Court,

1d) Audiovisual records Onotion pic-
twres, still photographs. serind record-
ings, ete.).

¢e) Cartographic
chiarts. etc )

1) Series of records of unquestion-
able value that are not susceptible to

records (maps,

)

o

e o
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screening or other processing (such as
microfilming) to reduce thelr bulk.
(g) Records that have been in exist.
ence 25 or more years and that are con.
sidered to have enduring value.

[29 F.R. 16807, Dec. 8, 1984, as amended at 3¢
F.R.20134, Nov. 3, 1971] ,

§101-11.411—4  Release of equipment

Equipment received with the transfe:
of records t¢ the National Archives will
when emptied and if needed, be returred
on request to the agency from which the
records were received. If the return
of such equipment is not required, i
will be disposed of in accordance with
applicable excess property regulations

§ 101-11.411-5 Use of records trans

ferred to the National Archives.

(a) Restrictions lawfully imposed on
the use of transferred records wiil e
observed and enforced by the National
Archives and Records Service subject to
44 U.S.C. 2104. The regulations in this
Part 101-11 and in Part 105-61, insofar
as they relate to the use of records in
the research rooms of the National
Archives Building or in a Federal rec-
ords center, apply to official use of the
records by Federal agencies as well as
to the public.

(b) In instances of demonstrated
need, and subject to any restrictions on
their use, records deposited in the Na-
tional Archives Building or in a Federal
records center may be borrowed for ofii-
clal use outside the building in which
they are housed by Federsal agencies and
the Congress, provided:

(1) Documents of exceptionally in-
trinsic value shall not be removed from
the building in which they are housed
except with the written approval of the
Archivist.

(2) Records in fragile condition, or
otherwise deteriorated to an extent that
further handling will endanger them
will not be loaned.

(3) Each official who borrows rec-
ords shall provide a receipt for them
at the time they are delivered, and that
he shall assume responsibility for their
prompt return upon the expiration of
the time for which they are borrowed.
{29 F.R. 16807, Dec. 8, 1964, as amended at 36
P.R. 21034, Nov. 3, 1971}

§ 101-11.411-6 Disposal clearances.

No records of a Federal agency still
in existence shall be disposed of by the
National Archives and Records Service

Chapter 101—Fed. Property

except with 'the concurrence
agency concerned.

£101-11.411-7 Transfer of

ual records.

The foliowing policies shajl z
transfer of sudiovisual recorc
National Archives:

(a) Motion pictures. Go
owned motion picture recorcds
cellulose film normally will &
cepted for deposit with the Xz
chives. Federal agencies hav:z
motion pictures, deemed to h:
clent value to warrant trans::
National Archives for permansr
vation, will obtain from the
Archives and Records Service z
to accession the motion picturs:
converting the nitrate film to sz
tate film. Normally, the follow
be considered the minimum n:
coples of motion picture film -
for security, duplication, and u
National Archives: The negati~
nal or duplicate) that most ne
resents the action  originans
graphed In pictures of actual =
that best represents the edited
tlon of a picture for which
staged, with a master positive 7
one '‘use” or projection print.
cases these will be the negative z
oratory cutting is done, or the ¢
negative of sound film, the mas
rrain positive print. and one o

(b) Still ophotographs. A
and a captioned print (whethsar
elass, paper, or other medium’
<till photographic image are r
for security, duplication. and u
Natlonal Archives, and such
when available, shall be includs
lections of still photographs 23
transfer,

(¢) Sound recordings. The
coples, when avallable, shall &=
‘n collections of sound recordins
for transfer to the National *

(1) For conventional dise Tot
the matrix or stamper of each s
cording unit or the original iz
ous recording if no matrix oi &2
made, and a pressing or duchi:
fecording, {f one has been mucc

(2) For magnetic sound recos
wire or tape, for seribed or em=
¢ordings on tape, or for recorc:
“raphieally reproduced on =
Alm, a “dubbing” if one has be=
therwise the original maszrz
bossed or photographed record:
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